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Your resume is an important
marketing tool--an advertisement of
your qualifications and abilities. Its
purpose is not to get you a job, but to
get you an interview for a job. It
should entice prospective employers
to want to meet you by highlighting
what you can do for them with your
experience, education, and skills.

Because employers may receive

hundreds, even thousands, of

resumes a week, it is important that

yours be visually appealing and brief
but informative. Keep it as short as
possible--one page is best; never
more than two. One page of well-
organized, relevant information will
say more about you than several
pages of unnecessary details.

Typical resumes get 20-30 seconds of
attention the first time through, so
make it easy for the readers to find
what they are looking for.

Layout and format are important:

Indent and use bullets to break
up paragraphs.

Use white space to make the page
visually appealing.

Use bold type to bring attention

don’t overuse it.
Use one easy-to-read font.

As you write your resume, look at it
from the employer’s perspective:

Keep the information relevant to
the job you seek.
Use clear, concise language and
proper spelling and punctuation.
Use present tense for current
jobs; past tense for past jobs.
Emphasize achievements and
skills.
Avoid pronouns (such as “l was
the person who....”).
Use action verbs (such as “Wrote
and edited the weekly

newsletter®).
Be 100% honest and accurate.

Never exaggerate or misrepresent

yourself.

Ask others to review a draft copy

and give you suggestions.
Update resume and tailor to the
position you are currently

seeking.

Formats
There are three main formats for a

resume—chronological, functional, and

combination. Each is defined by the
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Dear mr, Hiresajot:

99 A Street
Mytown, NH 309,

Sincerely,

Anitg Newjob

Anita Newjoh

Functional
Functional resumes organize your

experience around skills rather than
job titles. To create a functional

resume:

way it organizes your experience.
Choose the one that shows your
experience to its best advantage.

Chronological

This resume type is the most
common. It organizes your
experience around the jobs you have

held. This format is excellent for
people with steady work histories or
previous jobs that relate closely to
their career objective. It is not the best
format for career changers, people
with inconsistent work histories, or
new entrants to the work force.
To create a chronological resume, list
each position you have held, starting
with the most recent and working

backward.

Give the job title, name of the
company, and number of years
you worked there.

Relate the duties and
accomplishments of each job
using action statements, not

sentences.

Be specific, but not too detailed.
Three to five statements per job is

usually sufficient.
Describe jobs relevant to the

position you are applying for
more thoroughly than others.

Identify three or four primary
skills required for your target job.
For each skill identify three to
five concrete examples to
demonstrate that ability.
Use action phrases, not complete
sentences.
Arrange skill headings in order
of importance, or to match a job’s
requirements.
End with a brief work history
listing job titles, company names
and years employed.

Combination
This format combines the best of the

chronological format with the best of
the functional format. With many
variations, a common one is to begin
with a chronological format, but then
subdivide each job description into
skill categories. Another variation
uses the functional format, but lists
where you were employed after each

example of a skill.

Source: Nebraska Careers and Education 2002,
Nebraska DOL
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Functional Resume
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PROFESSIONAL EXPERIENCE
Customer Service Representative, First Nationa| Bank, Bigcity Ny
Promoteq from Part-time Teller in three months
Financia| Services Representative, Genera| Finance Co,, Mytown NH
Temporary Position during college Summer preak
Assistant Manager, Happy Guys Pizzg Restaurants, Mytown NH
Part-time and summer employment

EDUCATION
MBA~University of State, Bigcity NH, 2000
BA~Mytown College, Mytown NH, 1998, Business Degree, Dean’s List
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TAYLOR MADE
333 Computer Road
Smalltow, . NH 03004
603-555-3215
tayior_made@myprovider.net

© Use action verbs

KEYWORD SUMMARY
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CAD, Oracle, Mg Office, 1B\ 6307670, Windows NT, uN

, 1X, Programmer
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Bachelor of Science, Computer Science, 2000
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Related Courses: Database Design, Compiler Design, Systems Architecture,
Operating Systems, Data Structures, Systems Analysis

COMPUTER SKILLS
Languages: C/C++, Visual Basic, Assembly, FORTRAN, HTML
Software: CAD, Oracle, Mg Office

Systems: 1BM 630/670, Windows NT, UNIx
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COMMUNiCATiONS SKILLS
Received A grades jn technical Writing Classes
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